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ROSTER/RECONCILIATION MAIN PAGE

Purpose

The Commission’s Grant Roster (roster) is the current comprehensive list of all Cal Grant recipients, and their
grant information, for a particular school during a specified academic year. Reconciliation is the balancing of all
reported payment transactions on the roster with the school’s actual disbursement of Cal Grant funds. The
Roster/Reconciliation area of WebGrants allows users to view, print and update their school rosters and payment
activity reports electronically in customized formats that best suit their individual needs.

Page Elements

1.

Roster/Reconciliation
Navigation Bar This shortcut

navigation bar contains links to Pastermsconcisation Z—
all pages within the Roster area Roster : Reconciistion

of WebGrants. N i Recsnciaton | € — | 5

Print Roster

Customize Roster Link to the /v [ R /
Customize Roster Page where

users can select specific data
elements and filtering and sorting
criteria for displaying the roster
(see page 3).

Display Roster Link to the
Customize Roster Page where
users can select specific data
elements and sorting criteria for
displaying the roster (see page
7).

Print Roster Link to the Print
Roster Page where users can
print a hard copy of the roster (see page 12).

Customize Reconciliation Link to the Customize Reconciliation Page where users can select specific data
elements and filtering and sorting criteria for displaying the payment activity report (see page 13).

Display Reconciliation Link to the Display Reconciliation Page where users can select specific data elements
and sorting criteria for displaying the payment activity report (see page 17).

Access

This page can be accessed by clicking on the Roster/Reconciliation Main link in the Options box on the
WebGrants Home Page or by clicking on the Roster/Reconciliation Main link in the WebGrants Navigation Bar
located in the upper right of all WebGrants pages.
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ROSTER/RECONCILIATION MAIN PAGE

Page Functions

Navigate to all other pages within the Roster area of WebGrants

The main page of each WebGrants area contains links to the pages included in that area. In addition,
each area within WebGrants has its own submenu navigation bar that is located in the blue bar directly
under the WebGrants Navigation Bar. This submenu navigation bar allows the user to move from page
to page within the same area of WebGrants without continually going through the Main Page of each
area.

Click the Customize Roster link to view the Customer Roster Page (see page 3).

OR

Click the Display Roster link to view the Display Roster Page (see page 7).

OR

Click the Print Roster link to view the Print Roster page (see page 12).

OR

Click the Customize Reconciliation link to view the Customer Reconciliation Page (see page 13).
OR

Click the Display Reconciliation link to view the Display Reconciliation Page (see page 17).

OR

Click a link on the Roster navigation bar to view the indicated page.
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Customize Roster Page

Purpose

Depending on their needs, users may find it necessary to view rosters that exclude or include certain data
elements as well as modify the filtering and sorting of records. After customizing a roster view, users can
enter and save their display criteria into roster profiles that can be selected later for easier and quicker

access to data.

Page Elements

1. Column Headers Indicates the type
of information contained in each
column.

2. Record Display Table Lists the
CSAC Default Roster Profile (CSAC
Standard Roster) as well as the saved
roster profiles for the current user
(users can save up to 5 different
profiles at one time).

* Preferred Format The selected
roster profile that will be displayed
automatically when clicking on the
Display Roster link on the Roster
Home Page or on the blue
submenu navigation bar.

e Edit Click the icon in this column
for a particular roster profile to
modify the display criteria of that
profile (see page 5).

California Student Aid Commissien
(WebGrants System

» Delete Checking the box in this column for a particular roster profile will delete the saved profile.

3. Add New Format Link to create a customized roster profile (see page 5)

Access

The Customize Roster Page can be accessed by clicking the Customize Roster link on the Roster Main Page
(see page 2) or by clicking the Customize Roster link on the blue submenu navigation bar.

Page Functions

Edit an Existing Roster Profile

1. Click the roster name of the roster to edit
2. Follow instructions for editing and saving a roster profile on page 5.

WebGrants User Guide
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Customize Roster Page

Create a New Roster Profile

1.  Click the Add New Format link.
2.  Follow instructions for editing and saving a roster profile on page 5.

Delete an Existing Roster Profile

1. Check the box in the delete column of the roster to be deleted.
O The delete confirmation pop-up box will appear.
2. Click the <Yes> button to confirm the deletion.

Change the Preferred Format Roster Profile

1. Check the box in the preferred format column of the preferred format roster.
0 The change default confirmation pop-up box will appear.
2. Click the <OK> button to complete the change
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Add/Edit Roster Page

Purpose

The Add/Edit Roster Page allows the user to create a new roster profile or to modify an existing profile.

Page Elements California Student Aid Commission

WebGrants System Leguy Wb

1. Roster Format Title Indicates current name of
the roster profile and whether or not it is the
preferred format profile (the preferred format

Add [ Edit Your Roster Formal

Salect and manage the Content of your 1¢

profile will automatically display when the Display Cick cn Save Raster Format
Roster link is clicked). When naming a roster
format, use alpha or numeric characters. Avoid E P> MameorRoster Preferred & o5 14

using any special characters.
2. Select Data Elements and Column Order : :

* Data Elements Available All the data fields
available to appear on the grant roster on the E » Dot Elener il d ks from ourseloction st
green bar under each student’s name. oy Date Elements

Available Selected

s that will display on

* Data Elements Selected Users can setup a
roster profile to include one or more of the
data elements listed in the Data Elements
Available list. To add one of the available
data elements to a roster profile, click the
<Add Data Element> button to move it from
the Available list to the Selected list. To
remove one of the data elements selected for -
a roster profile, click the <Remove Data rFal = Winter Fspring T Summer

nig bermis), click

ontinus™ 1o choose S0 options.

Element> button to move it from the Selected [ —

list to the Available list. The order of the data
elements in the Data Elements Selected List E 1P rnsme—" e e
will be the same order they appear in on the Second SortPrtrence - e
roster. Use the <Move Up> and <Move Fourth Sort Preference I —
Down> buttons to change the order of the St st e 3 —

selected data elements. The student’s name
will always be included. Multiple data

elements can be selected by holding down :
the <Ctrl> button as the elements are Cycle i FEl res rel res

Award Type C TutionFees [ Access I Boaks
SeleCted Housing Code OO us DO Campus  TWith Parents
. . . Dependency Status [T Dependent [ Independent
3. Select Terms One or multiple terms within a EL (Education Lovel) [ r2 r3 ra Es
single award year can be displayed for each Suderts | CNew  CRenewl
student record. Check the box for each term to e e T
be displayed and click the <Continue> button. Exalgbilty  CTCP Comes
Renewal Need Froms[ Tos[ |
4. Define Sort Order Preference Users can select Anausl Award o 0[]
up to 6 data elements to sort on, in cascading Remaining Efigiity From[ %o [ %
order, with the First Sort Preference being the sl
primary sort field. Each data element selected o e

Custom Code 1

*—‘» Custom Code 2

Custom Code 3

for sorting can be sorted in either ascending or
descending order.

Custom Code d
Custom Code 5
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Add/Edit Roster Page

5. Define Selection Criteria Use the data elements listed here to filter the student records to be included on the
roster. Check the boxes of the data you wish to include. Only data that matches the selected values will be
displayed.

6. Custom Codes If values have been placed in the custom code fields (see page 8 for instructions on entering
values for custom codes) they can be used as additional filtering critiera here by including or excluding certain
values. Wildcards (*) can be used here. For example, filtering for a ** in a custom code field will display all
records that have a null value in that field. Filtering for an A* in a custom code field will return AZ and A1.

7. <Save Roster Format> Button Click to add this new roster profile to the roster list on the Customize Roster
Page (see page 3) or to save the edits made to an already existing roster profile.

Access

The Add/Edit Roster Page can be accessed by clicking the Add New Roster link on the Customize Roster Page
(see page 3) or by clicking on the edit icon next to an already saved roster profile listed in the records display
box on the Customize Roster Page (see page 3).

Page Functions

Edit and Save a Roster Profile

1. Roster Format Title: Type a name for the customized roster in the Name of Roster field.
Remember to not use special characters such as apostrophes, hyphens or slashes in the Name of
Roster field. Only letters and numbers should be used.

Click the round “yes” or “no” button to indicate if this profile will be the preferred, or default, profile.

Select Data Element and Column Order: Move the data elements to include on the roster display
from the Data Elements Available box to the Data Elements Selected box by using the <Add Data
Elements> button.

Select Terms: Select the terms to display.
Click the <Continue> button.
O Do not forget this step. The customized roster profile will not save without clicking this button.

6. Define Sort Order Preference: Select the sort order preference which will determine in which
order the student records will be displayed. To sort records by term specific data such as “Pay
Code” or “Adjustment Reason Code”, users must select only a single term for display in Step 5
above.

7. Check boxes in the Define Selection Criteria: Check boxes here to limit the records to be
displayed. A checked box means only records with that value will be displayed. For example,
leaving all Program Code boxes unchecked will result in all Cal Grant A, B, C and T’s being
displayed. Clicking the A box will result in only Cal Grant A’s being displayed.

8. Click the <Save Roster Format> button.

O If all the entered fields are valid, the message “Roster Format Successfully Saved” will appear at
the top of the page.
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Display Roster Page

Purpose

The roster is a working list of a school’s current Cal Grant recipients and the primary means of exchanging grant
information between the Commission and the schools. Schools can view and update their rosters or print the
current screen through the Display Roster Page.

Page Elements

1. Roster Display Criteria Califor.nia Student Aid Commission - ] Home Sign Oul
The fields on this blue bar —— — e o — -

Displae fostar Priot: Roster

allow users to select which
roster to displayed. Fields

Online Roster for CSU FULLERTOM - 00113700 / Acad Year 2002 - 2003

include school ID, award

year (either the current
award year or the prior SEN o8 Gram D Cyche I Housing Code  Dep Status M | Rem.
award year), the roster :llllll”l RRL-L T 02050080 L4

5

Update all records with custom code) Submit
(Wil display in Custom Code 5 field)

EL CSAC Budgel

format (see page 3 for e ] e B o B o e

. X ‘ol Term Ad) Begson Codes Delets Ten [
information on roster AN A I
profiles) or search for a AW e o — e
specific student’s record BB rar R e B B B B e B o
using the social security oo & e
n w sg [ [ = [ = 0
number. — 8 B e
Y = o e e s o 5 [ 2 T = T
2. Search Criteria Once a v | ol W =T o ;/
roster is displayed, users e E L e N
may SearCh the rOSter fOF s5H () Girand ) Cycleld  Housing Code  DepStatus  Hew Ren El CSAC Budget EFC Remain Ellg  Forecast Elig m
specific _reco_rds. Onceg T B e T T == ’
search field is selected in the Fat e i snssan coses Delet Ten

Frogism Awad  Annual Term A L] Py Annual axy [

search field selection box,
enter the criteria for searching the roster here. For example, if SSN is selected as the search field criteria, type
the Social Security number of the student record you want to view and click the <GO!> button.

3. Update All Records with Custom Codes Entering a value in this field and clicking the <Submit> button next
to it, will update the #5 custom code field of every student on the CSAC standard roster with the entered value.
Only WebGrants users with “write” access to the roster will be able to view and use this function.

4. Function Buttons

* <Reset Values> deletes all unsaved data entered on the current page.

*  <Print Page> prints all records displayed on the current page only.

* <SAVE> Clicking the <SAVE> button will save all data entered on the page. Records are not permanently
updated until after the Commission’s weekly processing cycle. It is important to note that when updates
student records on a page, the <SAVE> button must be clicked before leaving the roster page or moving to
the next roster page. Data entered and then not subsequently saved will not be processed.

* Navigation Links The roster can display 5 student records per page. Click a number link to navigate to
that page of the roster. If the total number of students on the roster cannot be displayed in less than 11
pages, click the next link to display links for the next 11 pages.

5. Student Record Each student record on the roster will only display the data fields and term information
selected for the currently displayed roster profile (see Appendix A for field descriptions).

6. Custom Codes Each student record has 5 data fields for schools to enter their own codes for selection and
sorting. The data fields are school specific (meaning a custom code entered on a student’s record by one
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Display Roster Page

school will not appear when another school views the same student’s record). Each of the 5 custom code fields
are limited to 2 alpha/numeric characters.

7. View History Link Click this link to view the complete historical CalGrant payments history for the listed student
in a separate pop-up window.

8. Adj Reason Code Link Click this link to view a pop-up window listing adjustment reason codes and their
descriptions.

Access

The Display Roster Page can be accessed by clicking the Display Roster link on the Roster Main Page (see
page 2) or by clicking the Display Roster link on the blue submenu navigation bar.

Custom Codes

Each student record displayed on the roster has 5 custom code fields attached to it. The Student Aid
Commission performs no edits or validation on the entries in these fields, they are for school use only. Each
custom code field can accommodate 2 alpha or numeric characters. No special characters such as * or ; should
be used. These custom code fields are specific to the school, meaning if one user at a particular school inputs a
custom code into field #1, all other users at the same school will see the same code in field #1 when they view
the student roster using their user ID. Once a student transfers to another institution, any custom codes entered
into these fields by the previous schools will be erased.

There are many practical uses for the custom codes. Schools are encouraged to explore different ways to utilize
this functionality. Here are some additional examples of how flagging and then filtering (see page 4 regarding
filtering) on custom code fields can assist users in customizing their rosters:

Custom Code Filter Resulting Display

NA = student is not attending school here Exclude “NA”

Blank = student is attending school here Only students attending your school

D = Disbursed/not yet reconciled
R = disbursed and reconciled Include “R” Already reconciled student
Blank = not disbursed or reconciled

Rosters are updated every week. Typing a
code such as “OR” for “on roster” into a
specified custom code field on every student
on the CSAC Standard roster (see Update
All Records with Custom Codes, page 8)
will establish a baseline from which to
determine students new to the roster from
that point on.

Students new to the roster since the last
Exclude “OR” | time all students were updated with an
“OR” custom code.

R = California residency verified Exclude “R” Students needing verification of
Blank = Residency not yet verified California residency

Schools are encouraged to establish institution wide standards regarding custom codes. For example, if a
school wants to use Custom Code Field 4 for flagging a student as either attending or not attending, all other
users at the schools should be made aware that Field 4 is to be used exclusively for this purpose.

To maximize use it is recommended that schools utilize custom codes to sort or filter information no available
through the standard customize roster options.
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Display Roster Page

Page Functions
Display a Customized Roster

Select your school ID from the School ID drop down field

Select the appropriate academic year from the Academic Year drop down list
Select a customized roster profile to display from the Format drop down list
Click the <Go!> button

O The selected roster profile will be displayed

Ll

Report a Renewal Student’s Annual Cal Grant Need

1.  Select your school ID from the School ID drop down field
2. Select the appropriate academic year from the Academic Year drop down list

NOTE: You cannot modify payment activity for award years that have already passed final
reconciliation.

3. Type the student’s social security number in the SSN field and click the <Go!> button OR
select a roster profile to display from the Format drop down list and click the <Go!> button
and locate the appropriate student’s record.

4. Type the annual need amount in the Annual Need field located on the renewal student’s
record.

5. Click the <SAVE> button
O If the entered data is valid, the change will save and the updated field will become text.

O If there are any errors preventing the payment transaction from being saved, those error
messages will appear in a pop-up box. Follow the instructions to fix the errors, then click
the <Save> button again.

NOTE: It is important to note that records are not permanently updated until after the
Commission’s weekly processing cycle.

Making Corrections to Roster Updates

There are several different options available to WebGrants users for making corrections to roster
updates. The process used depends on when the correction is being made.

Making corrections before clicking the <SAVE> button
Click the <RESET VALUES> icon to clear all the populated fields on the current screen.
Making corrections before CSAC weekend processing

Check the <DELETE TRANSACTION> checkbox (see figure
10-1) for the student to delete any school reported transactions

that have not yet been processed by CSAC. EL CSAC Budget
NOTE: student’s with no pending transactions will not have the 1 e
<DELETE TRANSACTION> checkbox available.

Making corrections before Final Reconciliation Delete Txn r«
See “Adjust a Renewal Student’s Annual Cal Grant Need” Figure 9-1: Delete Transaction
(page 10) and “Report an Adjusted Term Payment for a Checkbox

Student” (page 11).
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Display Roster Page

Adjust a Renewal Student’s Annual Cal Grant Need

1. Select your school ID from the School ID drop down list
2. Select the appropriate academic year from the Academic Year drop down list

NOTE: You cannot modify payment activity for award years that have already passed final
reconciliation.

3. Type the student’s social security number in the SSN field and click the <Go!> button OR
select a roster profile to display from the Format # drop down field and click the <Go!> button
and locate the appropriate student’s record.

4. Type the adjusted annual need amount in the Adjusted Need field located on the renewal
student’s record.

NOTE: Schools should only report an adjusted annual need amount for a renewal student if it
affects the Cal Grant payment amount.

5. Click the <SAVE> button
O If the entered data is valid, the change will save and the updated field will become text.

O If there are any errors preventing the payment transaction from being saved, those error
messages will appear in a pop-up box. Follow the instructions to fix the errors, then click the
<Save> button again.

NOTE: It is important to note that records are not permanently updated until after the
Commission’s weekly processing cycle.

Report a Listed Term Payment for a Student

Select your school ID from the school ID drop down field
2. Select the appropriate academic year

NOTE: You cannot modify payment activity for award years that have already passed final
reconciliation.

3. Type the student’s social security number in the SSN field and click the <Go!> button

4. Select “PD” from the Pay Code drop down list for each of the students that you are paying for
each of the terms you are paying.

NOTE: Selecting “PD” in the total line will pay all award components for that student.
Selecting “PD” from a single component line will pay only that component of the
award.

5. Click the <SAVE> button
O If the entered data is valid, the change will save and the updated field will become text.

O If there are any errors preventing the payment transaction from being saved, those error
messages will appear in a pop-up box. Follow the instructions to fix the errors, then click
the <Save> button again.

NOTE: It is important to note that records are not permanently updated until after the
Commission’s weekly processing cycle.

WebGrants User Guide 10 Roster/Reconcilation



Display Roster Page

Report an Adjusted Term Payment for a Student

1. Select your school ID from the school ID drop down field
2. Select the appropriate academic year

NOTE: You cannot modify payment activity for award years that have already passed final
reconciliation.

3. Type the student’s social security number in the SSN field and click the <Go!> button.

4. Type an adjusted amount in the adjusted payment field for each award component you are
paying for each term you are paying.

5.  Select an adjustment reason code from the adjustment reason drop down list for each
award component you are paying for each term you are paying.

NOTE: To determine which adjustment reason to use, click the Adj Reason Code link for a
list of reasons and their descriptions.

6. Click the <SAVE> button
O If the entered data is valid, the change will save and the updated field will become text.

O If there are any errors preventing the payment transaction from being saved, those error
messages will appear in a pop-up box. Follow the instructions to fix the errors, then click
the <Save> button again.

NOTE: It is important to note that records are not permanently updated until after the
Commission’s weekly processing cycle.

Request a School Change for a Student

1.  Select your school ID from the school ID drop down field

2. Select the appropriate academic year

NOTE: You cannot modify payment activity for award years that have already passed final
reconciliation.

3. Type the student’s social security number in the SSN field
4. Click the <GO!> button
0 The selected student record will appear.
5. Select “SC” from the Pay Code drop down list on the total line of the student’s record
6. Click the <SAVE> button
O If the entered data is valid, the change will save and the updated field will become text.

O If there are any errors preventing the payment transaction from being saved, those error
messages will appear in a pop-up box. Follow the instructions to fix the errors, then click
the <Save> button again.

NOTE: Once the school change has been requested by the school, the Commission will
verify the recipient’ eligibility at the new school and initiate the calculation of the
recipient’s annual award amount. If the Commission determines that the recipient is
eligible at the new school the recipient and the recipient’s award information will be
added to the new school’s roster. Schools may only request school changes for their
school.
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Purpose

Through the Print Roster Page users can access a printer friendly report of the CSAC Standard roster that can

Print Roster Page

be viewed on the screen or printed on standard landscape 8 %2 x 11 paper.

Page Elements
1. User Input Bar The fields on

alifernia Student Aid Commission
WebGrants System

this blue bar allow users to
select which roster profile to
display and print. Input fields
include the USDE school code
. Rame SSN DO Grant i Cyche I Hows Codder Dep Stat HWR L CSAC Budget EFC  REMENg FCST Elg Section
and academic year for the roster i el =l : e
to be printed. oA R T g aarnrcom T a1 s o 5 e A oo
. - Sﬂ “;‘H” l?l!i Cycie I I_ht.cb.o Dp St III:’B. l_:sncnu-l 5'( lﬂ& FCST Ebg Section
i, (L smnarmcn B st B sttt 5 s
Rame ssn m a.-u {Pl‘l Haus Code Dp St WR B CSAC Badget EFC  REM Elg FCST Elg. m
ot A R0 TN e oo TPt o B st g o S 4 e i o
Hame: - - 89! mm Grant W .Ql;-ll nn-m Dep S NE R CSICW EFC lﬂﬂl FCST g Section
;:r;::u : - nln«: : ‘Wanter Term Spring Term Summer Term
wwlm::: :".d m’ L’,',"“ A At Ac fisn Py Cocke L‘_‘"“ A Armi. A Ftsn Py Code L"""' e Al A s Py e :,""'" By et o s Py Code
s — O B S 5 T S G o B 03 G O 50

Access

The Print Roster Page can be accessed by clicking the Print Roster link on the Roster Main Page (see page
2), or by clicking the Print Roster link on the blue submenu navigation bar.

Page Functions

Print a Roster

Select the school ID from the school ID drop down field
Select the academic year for the roster to be printed

1.
2.
3. Click the <GO!> button
O The selected roster will be displayed.
4,

Use the Print function on your browser toolbar to print the roster

NOTE: Make sure that the printer settings reflect a “Landscape” orientation to insure proper
formatting.

WebGrants User Guide
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Customize Reconciliation Page

Purpose

Depending on their needs, users may find it necessary to view and/or print various payment reports to assist in
Cal Grant reconciliation. These reports are customizable and can exclude or include certain data elements and
can be sorted or grouped in certain orders. After customizing a report view, users can enter and save the report
criteria into report profiles that can be selected later for easier and quicker access to data.

Page Elements

California Student Aid Commission

1. Column Headers Indicates the type of |ieborants system T i
information contained in each column. e T B

2. Record Display Table Lists the
CSAC Standard Reconciliation Report
Profile, Student on Leave Report,
Student Withdrawal Report (see page
17 for descriptions of these reports) as
well as the saved reconciliation report

Student on Leave Report

profiles for the current user (users can s Tina

save up to 5 different profiles at one
time). &E

* Preferred Format The selected
reconciliation report profile that will
be displayed automatically when
clicking on the Display
Reconciliation link on the
Roster/Reconcilation Main Page or
on the Display Recon link on the blue submenu navigation bar.

 Edit Click the icon in this column for a particular report profile to modify the display criteria of that profile.
* Delete Checking the box in this column for a particular report profile will delete the saved profile.

3. Add New Format Link to create a customized report profile (see page 15)

Access

The Customize Reconciliation Page can be accessed by clicking the Customize Reconciliation link on the
Roster Main Page (see page 1) or by clicking the Customize Recon link on the blue submenu navigation bar.

Page Functions
Edit an existing report profile

1. Click the report name of the report to edit.

O The only roster profiles that can be edited are those created and saved by the user.
CSAC standard reports cannot be edited.

2. Follow instructions for editing and saving a report profile on page 16.
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Customize Reconciliation Page

Create a new report profile

1. Click the Add New Reconciliation Format link.
2. Follow instructions for editing and saving a report profile on page 16.

Delete an existing report profile

1. Check the box in the delete column of the report to be deleted.
O The delete confirmation pop-up box will appear.
2. Click the <Yes> button to confirm the deletion.

Change the Preferred Report Format

1. Check the box in the preferred format column of the report format to become the default.
0 The change default confirmation pop-up box will appear.
2. Click the <OK> button to complete the change
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Add/Edit Reconciliation Page

Purpose

The Add/Edit Reconciliation Page allows the user to create a new reconciliation report profile or to modify an

existing profile.

Page Elements

1. Report Format Title Indicates current name of the
report profile and whether or not it is the preferred
profile (the preferred profile will automatically
display when the Display Reconciliation link on the
Roster/Reconciliation Main Page is clicked).

2. Select Data Elements and Column Order

* Data Elements Available All the data fields
available to appear on the reconciliation report.

* Data Elements Selected Users can setup a
report profile to include one or more of the data
elements listed in the Data Elements Available
list. To add one of the available data elements
to a report profile, click the <Add Data Element>
button to move it from the Available list to the
Selected list. To remove one of the data
elements selected for a report profile, click the
<Remove Data Element> button to move it from
the Selected list to the Available list. The order
of the data elements in the Data Elements
Selected List will be the same order they
appear in on the report. Use the <Move Up>
and <Move Down> buttons to change the order
of the selected data elements.

3. Define Sort Order Preference Users can select
up to 6 data elements to sort on, in cascading order,
with the First Sort Preference being the primary sort
field.

4. Define Selection Criteria Use the data elements
listed here to filter the student records for inclusion
on the report.

*  School Program Code For schools with multiple

Calllornia Student Ald CommISSIon

WebGrants System OBA  Shetent bk Schstioty %

s Caste

Add | Edit Your Reconciliation Fermat

Preferred © Vo5 & 14

First Sart Prefarence 2
Second Sort Praference =
Third Sert Praference A

Fourth Sort Preference ]

Fifth Sor Preference A T

Sixth Sort Preferance A e

School Program
Code

Terms

Program Code
NewRenewsl
Students

Cycle IO rE
EL (Education Level} © 1

federal OPE-ID numbers, typing the last two digits of the federal ID number here will allow users to filter for
student records associated with just that school code.

* Terms A single or combination of terms may be selected.

*  Program Code Type of Cal Grant award

* New/Renewal A New student is one who has been newly awarded a Cal Grant for the academic year

selected.

e Cycle ID The cycle ID refers to the award process through which the student was awarded a Cal Grant:

¢ E1 - Entitlement award cycle

WebGrants User Guide
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Add/Edit Reconciliation Page

«  C1-March 2" competitive cycle
¢ E2 - Transfer Entitlement award cycle
e C2 - September 2 competitive award cycle
* EL (Education Level) Students education level as reported on FAFSA or as reported by school.

* Award Type Refers to the award component, the portion of the Cal Grant that can be used for the type of
expenses indicated.

* Pay Stat Code The payment status code which indicates whether or not the Cal Grant payment has been
reported and processed by CSAC.

¢« RA - School has reported an adjusted term payment that has been processed by CSAC.
« RP - School has reported a listed term payment that has been processed by CSAC.

¢ AA - School has reported an adjusted term payment that has NOT yet been processed by
CSAC.

¢« AP - School has reported a listed term payment that have NOT yet been processed by CSAC.

5. <Save Reconciliation Format> Button Click to add this new report profile to the report list on the Customize
Reconciliation Page (see page 13) or to save the edits made to an already existing report profile.

Access

The Add/Edit Reconciliation Page can be accessed by clicking the Add New Reconciliation link on the
Customize Reconciliation Page (see page 13) or by clicking on the edit icon next to an already saved roster
profile listed in the records display box on the Customize Reconciliation Page (see page 13).

Page Functions
Edit and Save a Report Profile

1. Roster Format Title: Type a name for the customized report in the Reconciliation Format field.
Remember to not use special characters such as apostrophes, hyphens or slashes in the
Reconciliation Format Title. Only letters and numbers should be used.

2. Click the round “yes” or “no” button to indicate if this profile will be the preferred, or default, profile.

Select Data Element and Column Order: Move the data elements to include on the report from
the Data Elements Available box to the Data Elements Selected box by using the <Add Data
Elements> button.

Select Terms: Select the terms to display.
Click the <Continue> button.
O Do not forget this step. The customized report profile will not save without clicking this button.

6. Define Sort Order Preference: Select the sort order preference which will determine in which
order the student records will be displayed.

7. Check boxes in the Define Selection Criteria: Check boxes here to limit the records to be
displayed. A checked box means only records with that value will be displayed. For example,
leaving all Program Code boxes unchecked will result in all Cal Grant A, B, C and T’s being
displayed. Clicking the A box will result in only Cal Grant A’s being displayed.

8. Click the <Save Roster Format> button.

O If all the entered fields are valid, the message “Reconciliation Format Successfully Saved” will
appear at the top of the page.
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Purpose

The reports in the Display Reconcilation Page can be used by schools to reconcile posted Cal Grant payment
transactions to actual CalGrant disbursements.

Page Elements

1.

3.

Report Type The report
type can either be a detail or
summary or both. A detailed
report will list all payment
information for each student
while the summary will give
the relevant totals.

Report Display Criteria
The fields on this blue bar
allow users to select which
report to be displayed.
Fields include school ID,
academic year (either the
current award year or the
prior award year), and the
report format. The report
format will include any
customized reports (see
page 13) as well as the
following standard reports:

Califernia Student Aid Commission

Home Sign Out

Help Center

WebGrants System GPA  Student Info

KN

Display Reconciliation

5 Reports will display in & texd file format, they can be printed using your web browser
Y Selecting Detail wil produce student level data Summary will provide totals. You may select

sither or both boxes
Report Type: Detail ™ Summary ™

School ID = [TIREGTI| Acad Year= FIIERIIERE| Format= PECil e | el lz|

Basic Report Filter for CSAC Standard Format Only

The purpose of this secondary filler is fo provide schoois with a basic reconciitaiion fool. After
viewing ihe Reconcilialion Summary and Identifving areas of discrepancy, schools can use the
filter opfions below fo obtain studeni ievel dala for sach summary sublofal

L Select the combination of Term, Program Code and Award Type that matches the subtotal or total
yau are trying to verify { For more complex filters, use the Customize feature )

Basic Report Filter: Term ~| Program Code | | Award Type ~] Gl '

Privacy Policy
5.4

Recon Display Recon

Corntact Us

* CSAC Standard Details and totals of all reported Cal Grant payment amounts by type and term for the
selected academic year. This format will have all the students present in the roster for the academic year
selected on the web page with pay stat code of RA, RP, AA, and AP. Student level sub-totals will be

present in this format.

» Student on Leave Lists students that have had a Leave from Payment or Leave of Absence reported for
any term during the selected academic year. This format will include all the students present in the roster
for the academic year selected on the web page with a pay stat code on the roster of either LA or LP.

e Student Withdrawn Lists students on the identified school’s roster that have been withdrawn from the Cal
Grant program during the selected academic year.

Basic Report Filter The CSAC Standard report format can be further filtered by term, program code or award
type. The filtering will only be allowed if the report format is "CSAC Standard.” An attempt to use the filter
with any other report profiles will cause an error message to pop-up, the text of which is "Filtering only allowed
for the CSAC Standard Report".

* Terms A Limits the CSAC Standard report to a specific term.

*  Program Code Limits the CSAC Standard report to a specific type of Cal Grant.
* Award Type Limits the CSAC Standard report to a specific award component.
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Access

The Display Reconciliation Page can be accessed by clicking the Display Reconciliation link on the Roster Main
Page (see page 1) or by clicking the Display Recon link on the blue submenu navigation bar.

Page Functions

Display and Print a Reconciliation Report

Select Detail and/or Summary in the Report Type field

Type your school ID in the School ID field

Select the appropriate academic year from the Academic Year drop down list
Select a report profile to display from the Format # drop down list

NOTE: If the CSAC Standard format was selected in Step 4, further filtering is allowed by
choosing a specific term, program code and/or award type in the Basic Report
Filter field.

5. Click the <Go!> button
[ The selected report profile, with any selected filters, will be displayed in a pop-up window

N -

6. To print this report, select PRINT from your browser’s toolbar or menu.
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